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Update Status 
Nightly

Yes

No
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Final 
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Mailout
Specs

90

Conduct 
Follow-Up
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Reading and Understanding the Model
Example Activity Model

BPM	Purpose	
Describe Census Operations business processes – activities, resources and key milestones
Provide the details necessary for non‐subject matter experts to understand the business 

process
Contribute to the requirements development process
Facilitate the linkage of business processes to IT capabilities
Capture Operations inputs and outputs
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10

Determine
Universe for 

Mailing

20

Identify
Respondents

30

Write Specs 
for Mailout

Electronic?
30.05

40

Process 
Postcards

50

Prepare Paper 
Surveys and 

Envelopes for 
Mail

60

Go Live with 
Online Survey

70

Label & Mail 
all Survey-

Related 
Information

Start

Oct 31

End

Data Object – Output  This 
represents any out-going data 
(e.g., files, data, etc.) from the 
activity.

 Activity – This represents 
the atomic level of an 
activity in the process 

model.

Sequence Flow – This 
represents the direction 

of the process’ flow.

 Data Object – Input This 
represents any in-coming 

data (e.g., files, data, 
etc.) to the activity.

Gateway – Exclusive decision 
gateway This represents that the 
process must go one way or the 

other but not both at once.

Intermediate Timed Event – This 
represents an event that waits for the 
specified timeframe to occur before 

proceeding to the next activity.

Gateway – Parallel split gateway 
This represents the start of 

activities that happen in parallel.

 Gateway – Parallel merge  
gateway This represents the end of 
activities that happen in parallel.  All 

incoming flows must complete 
before triggering the outgoing flow.

Sub Process –  This 
represents a further 

detailing process model.  
The details about this 

activity appear on 
another page.
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10

Perform Initial FLDI 
Planning and 

Analysis

20

Maintain Offices

30

Recruit, Onboard, 
and Train 

Employees

40

Provide 
Administrative 

Support for 
Employees

70

Provide Logistics 
Management 

Support for Field 
and Office Activities

32‐1 Initial FLDI 
Planning and 
Analysis

33‐3 Logistics 
Management Support for 
Field and Office Activities

32‐3 Field Office Operation

32‐2 Human Resources and 
Personnel Management Support

80

Close Offices

60

Lease, Set Up, and 
Open Offices

33‐2 Field Office Acquisition and Disposition

50
Develop 

Requirements for 
and Approve 

Systems 
Supporting DLM 

33‐1 Initial DLM 
Planning and 
Analysis

32‐2.1 32‐2.2

33‐2.1 33‐2.2

45

Out-Process 
Employee

32‐2.3

2020 Census 32. Field Infrastructure Operation  (FLDI) and 33. Decennial Logistics Management Operation (DLM)  
Purpose: To provide the administrative infrastructure for data collection covering the 50 states, the District of Columbia, and Puerto Rico. FLDI supports recruiting, hiring and onboarding, personnel and payroll 

administration, training, partnership support, management and supervision, clerical support, and printing and plotting. DLM coordinates space acquisition for and lease management of the RCCs and ACOs as well 
as logistics management services, which includes procuring warehouse space, warehousing, inventory management, kit assembly, deployment of materials, and receiving and excessing materials.

Start

End



60 Lease, Set Up, and Open Offices

60.10

Identify/Develop 
and Complete 

Space 
Requirements

60.20

Conduct Field 
Office

Acquisition Process

60.40

Design and Build-
out Field Office 

Space

60.50

Accept Field Offices

Decision on 
Field Office 
Structure

Decision on 
Field Staffing 

60.60

Set Up and Open 
Field Offices

60.30

Procure Furniture, 
Supplies, and 

Services for Field 
Office

33‐2 Field Office Acquisition and Disposition

33‐2.1 Lease, Set Up, and Open Offices

33‐2.1.1

33‐2.1.2 Finalize and Execute 
Lease and Build‐Out Offices

33‐2.1.3 Accept, Set Up, and 
Open RCC and ACO Offices

33‐2.1.2.1

33‐2.1.2.2

33‐2.1.2.3

33‐2.1.3.1 33‐2.1.3.2

60 Lease, Set Up, and Open Offices
Purpose: To lease, set up and open offices so that they are ready to support field operations.

Business
Process

Modeling &
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Start

End

Field IT 
Infrastructure

This is collaborated with 
GSA

Deploy Office Furniture, 
Equipment, & Office Supplies. It 
may take 2-6 weeks to set up a 

field office



60.10.10

Identify Census 
Specific 

Requirements

60.10.20

Develop the Area of 
Consideration

60.10.30

Complete Space 
Requirements 

Package

Boundary 
Doc

Colocation
Restrictions

Area of
Consideration

60.10.40

Modify
Area of 

Consideration

Redefine
Area of

Consideration?
60.10.31

No

Yes

Need 
Further

Modification?
60.10.41

No

Yes

Revised
Area of

Consideration

Generic
DID

(Design 
Intent 

Drawing)
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Requirements

33‐2.1.1 Identify/Develop and Complete 
Space Requirements

Agency 
Specific 

Requirements

60.10 Identify/Develop and Complete Space Requirements
Purpose: To determine the space requirements for each RCC and ACO that will be opened to support Census Field activities.

Business
Process

Modeling &
Analysis Toolkit

Start
Sub‐process

End
Sub‐process

Co-location restrictions 
(Ex: Census office can’t 

co-locate with Law 
enforcement agency)



60.20.30

(GSA) Conduct 
Market Survey

60.20.50

(GSA) Issue 
Request for Lease 
Proposal (RLP) to 
Potential Lessor(s)

60.20.60

(Census and GSA) 
Negotiate Proposal 
& Executes Lease 

Mkt. Survey
Checklist

Area Of 
Consideration

Completed 
Market
Survey(s)

60.20.40

Assess Market 
Survey data 

(Census & GSA)

GSA/
Lessor
Submits
Complete
Lease

Proposal
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Fed Space 
Available?

Yes

No

60.20.11
(GSA) Conduct 

Periodic Review of 
the Prospective 

Bids (in AAAP RLP 
System)

Yes

Bidder
Enters 
Bids

60.20.12

(GSA) Identify 
The Lowest Bidder 

Bid 
Received?

Lowest 
Bid

No

33‐2.1.2.1 Conduct Field Office 
Acquisition Process

33‐2.1.2 Finalize and Execute 
Lease and Build‐Out Offices

60.20 Conduct Field Office Acquisition Process
Purpose: To coordinate with GSA to find appropriate space and execute the leases for the RCCs and ACOs needed to support Census Field operation.

Business
Process

Modeling &
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60.20.10

(GSA) Assess 
Federal Inventory

Start
Sub‐process

End
Sub‐process

Census provides a cut off 
date to GSA to finish 

Survey (This is dynamic 
therefore there is no 
specific date for the 

Event)

GSA conducts market 
survey for Census based 
on “Requirements” and 
“Area of Consideration”. 



60.30.20

Submit/Issue SOW/
RFQ/RFP

60.30.40

Issue Award Letter 
to Vendor

60.30.30

Review and Select 
the Best Value for 

Census
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for Field Office

60.30.10
Develop Field 

Office Furniture, 
Supplies, and 

Services 
Requirements

Formal 
Acceptance 

From 
Vendor

33‐2.1.2.2 Procure Furniture, Supplies, 
and Services for Field Office

33‐2.1.2 Finalize and Execute 
Lease and Build‐Out Offices

60.30 Procure Furniture, Supplies, and Services for Field Office
Purpose: The objective of this sub‐process is to issue award letter to vendor for procurement of furniture, supplies, and services for the RCCs and ACOs opened to 

support Field activities.

Business
Process

Modeling &
Analysis Toolkit

Start
Sub‐process

End
Sub‐process

Census creates 
Statement of Work (e.g.; 
RFQ, RFP...) to procure 
Non-IT equipment and 

furniture  

Once “Best Value” is 
determined an Award 
Letter is issued to the 

vendor for procurement



60.40.20
Review Prepared 

Construction 
Documents

(GSA)

60.40.50

Issue Notice to 
Proceed
(GSA)

60.40.40
Review 

Submitted
Construction Bids & 

Approve
(GSA & Census)

60.40.60

Build Out
Office

(Lessor)

60.40.30

Solicit & Receive 
Construction 

Bids
(GSA)

Construction
Doc
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33‐2.1.2.3 Design and Build‐Out Field Office Space

33‐2.1.2 Finalize and Execute 
Lease and Build‐Out Offices

60.40 Design and Build‐Out Field Office Space
Purpose: To design and build‐out RCC and ACO office space according to Design Intent Drawings to carry out Field activities.

Business
Process

Modeling &
Analysis Toolkit

60.40.10

Develop and 
Submit Custom DID 

(GSA & Census)

Start
Sub‐process

End
Sub‐process

DID is developed 
collaboratively with Field IT. 

Census develops custom 
Design Intent Drawing 
(DID) and Submits it to 

the lessor so that vendor 
can create  ‘Construction 

Documents’ 

The objective of this 
review process is to 
make sure that the 

‘Construction Documents’ 
prepared by the lessor’s 
architect are consistent 

with the DID.

Once contractors receive 
NTP they start Building 
out the Office Space; 

without NTP they do not 
start Building out the 

space 
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60.50.30

Accept Space – 
“Substantially 

Complete”

60.50.20

Install Security

Acceptance
Checklist

60.50.10

Conduct 
Preliminary 

Walkthrough 

Pass?
60.50.15

60.50.25

Fix Found 
Problem(s)

No

Yes

60.50.35

Activate Security 
with DHS

33‐2.1.3.1 Accept Field Offices

33‐2.1.3 Accept, Set Up, and 
Open RCC and ACO Offices

60.50 Accept Field Offices
Purpose: To accept the field office space for the RCCs and ACOs so they are ready for Census Field operations. 

Business
Process

Modeling &
Analysis Toolkit

Start
Sub‐process

End
Sub‐process

Census would not accept the 
Space if Major work is 

incomplete according to the 
Acceptance Checklist.
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60.60.10

Accept Office 
Furniture

60.60.12

Install Equipment – 
IT and Non-IT

60.60.14

Accept Field Office 
Supplies

60.60.20

Provide 
Administrative 

Orientation to Office 
Staff

33‐2.1.3.2 Set Up and Open 
Field Office

33‐2.1.3 Accept, Set Up, and 
Open RCC and ACO Offices

60.60 Set Up and Open Field Offices
Purpose: To equip and furnish the RCCs and ACOs so they are ready for field operations.

Business
Process

Modeling &
Analysis Toolkit
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Start
Sub‐process

End
Sub‐process

Procurement
Finalized by 
Vendors

Non-IT: such as 
shredding bins. 

IT equipment installations 
is performed by IT 
Infrastructure (ITIN) 
operation. 



33‐3.1 33‐3.2

33‐3.3

70. Provide Logistics Management Support for Field and Office Activities
Purpose: To provide kits to support the recruiting, training and hiring of field staff, and manage inventories of the RCCs and ACOs. 

Business
Process

Modeling &
Analysis Toolkit
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70.20

Conduct Kitting/
Assembly

70.10

Prepare Kit 
Specification 

Package for NPC

70.30

Manage Office 
Inventories and 

Expenses

33‐3 Logistics Management 
Support for Field and Office 

Activities

Start

End



List of 
Products 
to be 

produced
Schedule

70.10.50

Receive Draft Kit 
Spec from Field 

Operation

Draft Kit 
Spec 

Printed 
Materials 
Shipped to 

NPC

NPC‐321

Field 
Planning  
   Memo

Final Kit 
Spec

70.10.60

Prepare the Final 
Kit Spec Package 

70.10.80

Issue the Final Kit 
Spec Package to 

NPC

Within NPC
Capacity & 
Timing?
70.61

No

70.10.70
Send Form to 
Government 

Printing Office  
(GPO)-952
For Printing

70.10.75

Send Form to 
National Processing 
Center (NPC)-321

For Printing

Yes
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Develop/Determine Field/Office Forms

70.10.20

Obtain/Issue a 
Form Number

70.10.30

Submit Design 
Request Through 

CenDOCs

70.10.40

Receive Designed 
Form

New/
Revised

Existing Approved Form

Prop.
Design

Approved
BC984

Type of 
Form?
70.11

Printed
Materials

CenDOCs
Request

Print 
File

33‐3.1 Prepare Kit 
Specification Package 

for NPC

70.10 Prepare Kit Specification Package for NPC
Purpose: Receive the specifications for the contents of the recruiting, training and hiring staff in preparation for kit assembly. Also ensure printed materials and supplies are ready for on time kit 

assembly. 

Business
Process

Modeling &
Analysis Toolkit

70.10.10

Conduct Kick-off 
Meeting

End
Sub‐process

Start
Sub‐process

Assumptions/Pre-Conditions:
 Budget has been 

determined and 
approved.

 Program workload has 
been determined.

 Field/Office activities 
have been determined.

 The technology has 
been decided.

Note: The quantity of the materials 
and expendable supplies are 
provided by each operation area 
(i.e., GQ, UE, AdCan) 

Includes expendable 
material list for NPC 

Procurement.

Kit request is coming 
from different Operation

1. For Decennial – (Obtain form #, as well as OMB#)
2. For Test – (Issue form # only)
3. For Public Use Form (Decennial or Test)- Requires 
OMB #

Provide NPC with funding code information. 
Authorize NPC to perform the work
Provide deadline and location for materials to be shiped

GPO sends printed materials to NPC only if 
those materials need to go into a kit; otherwise 
GPO sends printing materials to the respective 

office (RCC/ACO). 

Prepare Print Spec
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Business
Process

Modeling &
Analysis Toolkit

Materials 
Need
 to be 

Procured

NPC
Printing
Required

Kit Include 
GPO

 Materials

Field 
Planning  
   Memo

Final Kit 
Spec

70.20.10

Receive the Final 
Kit Spec Package

70.20.30

Procure
Materials

70.20.32

Print Specified 
Materials

70.20.34

Use Existing 
Inventory

70.20.40

Receive
Materials  

70.20.50

Conduct QA of 
Received Materials

70.20.60

Order Materials to 
Assembly Line

70.20.70

Stage Materials

70.20.80

Assemble the Kits

70.20.90

Store Kits/  
Materials

70.20.110

Ship Kits/Materials
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70.20.21

Check Inventory
Support 
Required 

By 
Operation

70.20.31

Receive GPO 
Materials

Materials 
Found in
 Inventory

70.20.20

Create BOM
(Bill of Material)

70.20.25

Create Kit 
Assembly Setup 

Chart

70.20.33

Conduct QA of 
Printed 

Materials

Print 
File

33‐3.2 Conduct Kitting/Assembly

70.20 Conduct Kitting/Assembly 
Purpose: To conduct kitting and assembly activities for recruiting, training, and hiring for field operations.  

Start
Sub‐process

End
Sub‐process

Ready to 
Assemble

Return 
unused 
Materials to 
Inventory.



70.30.10

Conduct Support 
Activities (Shipping, 
Receiving, Mailing)

70.30.30

Reconcile 
Expenditures 
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70.30.20

Re-order Supplies
and Materials

33‐3.3 Manage Office 
Inventories and Expenses

33‐3.3.1

33‐3.3.2

33‐3.3.3

70.30 Manage Office Inventories and Expenses
Purpose: To provide offices with the means to manage inventory and supplies, and to reconcile expenditures.

Business
Process

Modeling &
Analysis Toolkit

Start
Sub‐process

End
Sub‐process

Census reconciles 
expenditures on a  

monthly basis. 

ILMS/SyteLine is used for 
inventory control 



Business
Process

Modeling &
Analysis Toolkit

Business
Process

Modeling &
Analysis Toolkit

70.30.20.10

Check Inventory

70.30.20.70

(NPC Planner) 
Create an Order

70.30.20.90

(NPC) Send Order 
Over to Shipping

70.30.20.80

(NPC) Fulfill Order

70.30.20.50

Check Quantity

70.30.20.60

Negotiate for 
Transfer

70.30.20.110

Submit Purchase 
Orders to Procure 

Materials
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70.30.20.40

(NPC) Plan to 
Execute Order

70.30.20.120

Receive Purchased 
Materials

70.30.20.20

Submit Order for 
Approval

70.30.20.30

(HQ DLM) Approve 
Order 

70.30.20.100

Prepare Shipment 
and Ship Order

Item 
Available?

Yes

Yes, Available
 in Different
Location

Not Available

ILMS
DB

33‐3.3.2 Re‐Order Supplies 
and Materials

33‐3.3 Manage Office 
Inventories and Expenses

70.30.20 Re‐Order Supplies and Materials
Purpose: Field orders census materials and adequate inventory is maintained. 

Start
Sub‐process

End
Sub‐process



(RCC) Prepare Records for Destroying, Shipping Back, & Archiving

(ACO) Prepare Records for Destroying, Shipping Back, & Archiving
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80. Close Offices
Purpose: To perform all activities associated with closing the offices, including disposition of all furniture, equipment, and supplies as well as administrative actions associated with 

ending the lease.  

Business
Process

Modeling &
Analysis Toolkit

80 Close Office 

33‐2.2 Close Offices

80.10

Notify GSA
Intent to Vacate

80.20

Conduct Final 
Walk-Through & 

Complete Close-out 
Check List

RCC
Close‐out
Handbook

ACO
Close‐out
Handbook

80.11
(ACO Admin) 

Conduct 
Through Sorting of 

the Records for 
Close-out

80.14
Prepare Records 
for Archiving and 

Ship Them to 
Federal Record 
Center (FRC)

80.13

Ship Back Records 
to RCC 

80.12

Destroy/Shred 
Records

80.18Prepare Records 
for Archiving and 

Ship Them to 
NPRC (National 

Personnel Record 
Center) and FRC

80.15
(RCC Admin) 

Conduct 
Through Sorting of 

the Records for 
Close-out

80.17

Ship Back Records 
to Regional Office  

80.16

Destroy/Shred 
Records

Start
Sub‐process

End
Sub‐process

Minimum 90 days prior to 
vacancy

Depending on the lease  
contract, Census may be 
required to remove work 
conducted during office 
build out as well.

Archiving is done in one 
shot and in accordance 
with NARA standards. 
Conclusion of Office 

Admin Activities. 

Where this “Check List” 
coming from? 
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